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Diploma in Business Accounting
(Duration : 1 Year)

Module | Computer Fundamentals

Fundamentals of Computers, Computer Hardware Overview, Basics of Operating
System, folders and File Managements, Word Processers, Basics of Word, Excel
and Power Point, What is the Need of Accounting Software, Installation of
Accounting Software & its Trouble Shooting, Use of Internet in Accounting, E Malil

& Outlook Express. Why Backup: External Hard disk, Pen Drive etc.

™
Module Il Accounting and Accounting Software
Introduction of Accounting, Accounting principles, Fundamental of Accounting
E—

Generating SKills... Software, Technological Features of Accounting Packages TallyERP9 and Busy,
Components of Accounting Packages, About Ledger, Groups and Vouchers Types
and Item Masters, Groups, Business Transactions, Voucher Preparation, Bank
Reconciliation, Finalization of Accounts, Balance Sheet, Adjustment Entries etc.

7’8 Academy

Module 1l Industry wise Accounting

Service Organization, Accounting in Service Organization, Resources
Consumption, Discuss Current Service Tax Slab rate, Service Tax Eligibility,
Trading Organization, Type of Trading Org. and its Accounting, Inventory
Accounting, Taxes on Trading, VAT, CST etc, Manufacturing, Costing Methods,
Raw Material, WIP, Reorder Level, Scrap and Waste Management, Non Profit
Organization (NGO), Nature of Society, Trust and Association, | & E Account,
Income from Donations and Membership, Land or Assets buying process.

Module IV Banking and Finance

Banking Fundamentals, Overview of Banking, Instruments & Documents
(Cheques, Pay in Slip, Account Opening), Type of Bank Accounts, Bank Account
Operation, Loan Facilities, E-Banking, Mobile Banking, Plastic Money Usage
(Debit & Credit Cards), Interest Calculations, Type of Loans, Preparation of Loan

Project.

Module V Managerial Skills
The Management Process, Network, Managerial Roles, Interpersonal

Roles,Management Tecniques,
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:» Other Detalls

07-113-113-49
07-113-113- 1260, Rani Bagh, Main M;Egtd bi(t)a{frlr(l:%ura,NewDelhi-10034, -

+91-11-27032401, 27032402, skype : GICSInstitute




